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1 Introduction 

Since October 10, 2001, the Pegasys Automated Disbursements (AD) subsystem has been 

disbursing a portion of GSAôs payments. This user guide provides step-by-step instructions for 

users on how to enter and interpret disbursing related information on documents, view queries, enter 

schedule information from Treasury, cancel payments, create manual payments, and run reports. 

Future disbursement information will be distributed through e-mail bulletins, news flashes, and the 

Pegasys website. 
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2 Payment Document Information 

Pegasys payment documents contain many pieces of disbursing related information that instruct the 

system how and when to disburse payments. 

2.1 What Disbursement Information is entered on the Payment Form? 

The Disbursing Information page (Figure 1) on invoice and payment documents provides valuable 

disbursement information. The information on this page will default onto invoices and copy forward 

to payments, usually requiring no changes. 

Figure 1: Payment Authorization Form - Disbursing Information Page 

 

¶ General (section) 

o Disbursing Method - Indicates whether the payment is a No Check payment (i.e., a 

payment which has been or will be disbursed by another system or entity), an Inter- 

Agency Transfer (i.e., a payment which will occur through a direct transfer of funds 

between government agencies), or a Check/EFT payment that will be disbursed 

through Pegasys. 

o Disbursing Office - The code that identifies the office that will disburse the given 

payment. 

¶ Inter -Agency Transfer Information (section) - When a Disbursing Method of Inter-

Agency Transfer is selected, this section is displayed onscreen. 

o Type - Can be either 1080, 1081, or IPAC. 
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o Inter -Agency Sub-Level Prefix - The unique code that is a component piece of the 

Inter-Agency Treasury Symbol, representing a programmatic breakdown of the 

account for Treasury publication purposes. The code is up to 2 characters long, in 

numeric format. It is displayed at the beginning of the Treasury Symbol inside 

parenthesis. 

o Inter -Agency Symbol - The billing agencyôs Treasury symbol into which the funds 

will be transferred. 

o Customer BETC - The eight-character code used in the system to indicate the type 

of activity being reported, such as payments, collections, borrowings, etc. This code 

must accompany the Treasury Symbol and the dollar amounts in order to classify the 

transaction against the fund balance with Treasury. 

o Disbursement Number - The Treasury-assigned number that identifies the direct 

funds transfer (e.g., the SF-1081 number). 

o Payee's ALC - The Payeeôs Agency Location Code. 

o Payeeôs Disbursing Office - The Payeeôs Disbursing Office. 

o IPAC Schedule Date - The date the IPAC activity is scheduled to process. If left 

blank, the system defaults to the document date. 

¶ No Check Information (section) 

o Disbursed By - The entity or system responsible for disbursing the no check 

payment. 

o Date - The date of the disbursement. 

o Check/Disbursement Number - The check or disbursement number of the 

transaction. 

¶ Check/EFT Information (section) 

o Group Payments Flag - Indicates whether the payment is eligible for grouping with 

other payments to the same vendor. 

o Disbursing Model - Indicates whether the agency disbursing office will disburse 

this payment by printing its own check, or whether Pegasys will submit the payment 

to Treasury for disbursement. In Pegasys, the Disbursing Model will always be 

Treasury Disbursing. 

¶ Treasury/FRB Disbursing Information  (section) 

o Payment Category - The type of vendor being paid. Determines whether the 

payment is subject to Treasury Offsets and as a result, defaults to Vendor. Other 

valid value is Miscellaneous. 

o Line Code - Used to crosswalk user defined payment category to type of vendor 

being paid. Valid values are Vendor and Miscellaneous. 

¶ Check Type - Indicates the type of check selected. Schedule (group box) 

o Payment Type - The type of disbursement method to be used (i.e., Check or EFT). 
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o Fiscal Year - Identifies the fiscal year to which the item is assigned. 

o Category - The category of the schedule, derived by the payment type on which this 

payment will be submitted to Treasury (e.g., ACH, Treasury Disbursed Check, etc.). 

o Type - The type of schedule on which this payment will be submitted to Treasury 

(e.g., Corporate or Personal). 

o Number - Identifies the schedule number to which the payment type is assigned. 

o Sequence Number - Identifies the schedule sequence number to which the payment 

type is assigned. 

o Manual Checkbox - Indicates that the payment will be submitted to Treasury on a 

manual schedule Section 6.1. 

¶ Agency Printing Information (section) 

o Payment Category - The payment category. Determines whether the payment is 

subject to Treasury Offsets. 

o Line Code - Used to crosswalk category to type. Valid values are Vendor and 

Miscellaneous. 

o Check Type - Indicates the type of check selected (for example, mailed, hand pick-

up, comment card, etc.). 

o Agency Printing Information  - Indicates whether the agency disbursements office 

will print a check for this payment using the automated disbursements process or 

will use the manual check transaction to record a hand written check or print a check 

on demand. 

¶ State Disbursing Information (section) 

o Payment Type - The type of disbursement method to be used. 

o Mail Code - The mail code of the disbursement information. Valid options include 

Mail Direct, Pouch to Post, Return to USDO, Special Handling and Save for Vendor 

Pick-up. 

o USDO Bank - Indicates whether a bank is a USDO bank, and may be used by the 

Department of State to make payments from a U.S. Government bank account at the 

bank. Default is óFalseô. 

¶ Comments to Pr int (section) 

o Lines 1-13 - Any comments to be printed on the payment. 

2.2 What does the Payments Section Display? 

The Payments section is accessible by scrolling down the Header Accounting Line page of the 

payment form. This section shows valuable information, noted in Figure 2 and the descriptions 

below. 
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Figure 2: Payments Section 

 

¶ Interest Reason - A numeric code identifying the reason why the payment will incur an 

interest penalty. This becomes a required field if Pegasys determines that the payment is 

late, but will default in a code of "02 - Finance Center Delay - Other." 

¶ Discount Lost Reason - A numeric code identifying why an available discount was lost. 

This becomes a required field if Pegasys determines that the discount will be lost, but will 

default in a code of "01 - Not Economically Justifiable." 

¶ Improper Payment Reason - Indicates the improper payment code. 

¶ Quantity - The number of items or units. 

¶ Acceptance Date - The date the purchased goods or services were accepted. This is copied 

forward from the referenced receipt or invoice to the payment. 

¶ Delivery Date - The date the purchased goods or services were delivered. This is copied 

forward from the referenced receipt or invoice to the payment. 

NOTE: After a payment is processed and the Schedule Date has been calculated by Pegasys, 

the date is displayed in the Disbursing Information section located below the General 

section noted previously. 

2.3 How do I add Tax Lines to a Payment? 

Tax lines can be added to Payment Authorizations (IP), Third Party Payments (TP), and Orders 

(IO). To enter tax information, users can navigate to the header accounting line tab. Once selecting 

a header accounting line, the user can choose the Tax Lines hyperlink. On the Tax Lines tab, users 

can use the new withholding type field, as shown in Figure 3, on all tax lines which are associated 

with a taxing authority and a reporting category to ensure proper payment and reporting. 
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Figure 3: Tax Lines 

 

2.4 How does Pegasys Calculate the Schedule Date? 

At the time a payment document is processed, Pegasys determines the paymentôs Schedule Date. 

The Schedule Date is the date on which the payment must be selected for disbursement in order to 

be paid on time. Pegasys calculates this date based on several factors noted in Figure 4. 

Figure 4: Payment Scheduling Calculation 

 

¶ Schedule Date - The date Pegasys will begin the disbursements process in order to send the 

payment to Treasury in time. 

¶ Base Date - Determined by the entered or inferred Prompt Pay Type and based on trigger 

date; either the date that the invoice is received or logged, the acceptance/ delivery date, or 

later of the two. 

¶ # of Payment Days - Specified by GSA; depends on the prompt pay type or the negotiated 

payment days entered on order. 
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¶ # of Days Late in Returning Invoice - Difference between the date the invoice should have 

been returned to the vendor and the date the invoice was actually returned. 

¶ Disbursing Lag - The number of days it takes Treasury to disburse a payment (2 days). 

2.4.1 What Other Factors affect the Schedule Date? 

When scheduling a payment to be disbursed, Pegasys will also check to see if there were any 

discount terms recorded on the order. These terms wil l copy forward to the payment and be displayed 

in the Discount Terms section on the Header Accounting Line page. Pegasys will perform 

calculations to determine if it is economicall y justified to take the discount. If so, this will be factored 

into the Schedule Date calculation. 

Figure 5 displays the fields where discount information is stored on the payment. 

NOTE: If a payment is not subject to Prompt Pay laws, Pegasys fi rst checks to see if there are 

negotiated days on the order. Pegasys wil l also check to see if negotiated days have been set up for 

the vendor. If neither is entered, the payment wil l be scheduled for the payment document date. 

Figure 5: Discount Terms Section 

 

2.5 Is it possible to Change the Schedule Date? 

Under certain circumstances, it may become necessary to change the Schedule Date. It is possible 

to change the designated prompt pay code or to enter a schedule date manually. There are two ways 

to accomplish this depending on the desired outcome. 

2.5.1 When is it appropriate to Change the Prompt Pay Code? 

If your intention is to alter the terms of the contract, it is possible to select a different Prompt Pay 

type. This will change the number of days in which the vendor must be paid. If not paid by that date, 

the payment will incur interest. 

To change this code, locate the invoice or payment document you wish to alter. Navigate to the 

Header Accounting Line page and locate the Prompt Pay Type field. Select the Prompt Pay Type 

hyperlink to search for and select an appropriate Prompt Pay code. Successfully [Verify] the form. 
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NOTE: Forms in Held and Rejected status can be routed for review prior to submission. When 

initiating a review, the form can be routed to one or more reviewers in the Review Form Modal 

Window. Reviewers then can enter comments and/or suggest changes to the form. Users can 

accept/reject individual comments or reply to document a resolution. The Review Form Workflow 

& Commenting QRG (https://corporateapps.gsa.gov/applications/financial-apps/pegasys/) provides 

more details. 

Once the form is successfully verified, select the [Submit] button to submit the form to Workflow 

for approvals or processing. 

NOTE: To set a Workflow Priority of Urgent when submitting a form for approval, select Submit 

then Urgent. 

2.5.2 When is it appropriate to Manually Change the Schedule Date? 

It is possible to change the Schedule Date by manually entering one on the invoice, payment, or 

Undisbursed Payment Query. This will instruct Pegasys to start disbursing the payment on the given 

day, but not to incur interest until  the date designated by the Prompt Pay type. If a date is entered, 

warnings are issued to ensure that payments are not disbursed too early or discounts are lost. 

If a schedule date is entered on the invoice (and then copied forward to the payment via Automated 

Match) or if the interface enters a schedule date on the payment it creates in Pegasys, this date will 

override any other calculated date or defaults. 

2.5.2.1 How do I  enter  the Schedule Date on an Invoice or  Payment? 

1. Create or correct the invoice or payment document for which you wish to enter the schedule 

date. 

2. Complete the document as usual. 

3. Navigate to the Header Accounting Line page. 

4. Scroll down to the Disbursing Information section. 

5. Enter the necessary Schedule Date in the Schedule Date field. If the date entered is eight or 

more days early, select Yes from the Earl y Payment Approval drop down menu. 

https://corporateapps.gsa.gov/applications/financial-apps/pegasys/
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Figure 6: Entering a Schedule Date 

 

6. Select the [Ver ify] button. Correct any errors reported on the form. 

NOTE: Forms in Held and Rejected status can be routed for review prior to submission. When 

initiating a review, the form can be routed to one or more reviewers in the Review Form Modal 

Window. Reviewers then can enter comments and/or suggest changes to the form. Users can 

accept/reject individual comments or reply to document a resolution. The Review Form 

Workflow & Commenting QRG (https://corporateapps.gsa.gov/applications/financial-

apps/pegasys/) provides more details. 

7. Once the form is successfully verified, select the [Submit] button to submit the form to 

Workflow for approvals or processing. 

NOTE: To set a Workflow Priority of Urgent when submitting a form for approval, select 

Submit then Urgent. 

2.5.2.2 How do I  Change the Schedule Date on the Undisbursed Payment Query? 

1. Select Queries - Automated Disbursements - Undisbursed Payment Query from the Pegasys 

menu bar. The Undisbursed Payment Query is displayed. 

https://corporateapps.gsa.gov/applications/financial-apps/pegasys/
https://corporateapps.gsa.gov/applications/financial-apps/pegasys/
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Figure 7: Undisbursed Payment Query 

 

2. Enter the payment document number in the Document Number field and Select the [Search] 

button. 

NOTE: If the full value is unknown, enter a partial value and the * wildcard symbol before or 

after the value entered. The search results will be displayed at the bottom of the page. 

3. Select the payment to be rescheduled. Select the [Reschedule] button. 

4. Enter the new Schedule Date on the Reschedule page and Select the [OK] button. 

5. The selected payment will now have the new Schedule Date. 

6. Select the Inbox hyperlink in the Link Str ip to return to your inbox. 

It may be necessary when entering a new Schedule Date to enter an Interest Reason Code or a 

Discount Lost Reason Code, depending on the new Schedule Date. In addition, if the new schedule 

date will be more than eight days before the prompt pay determined schedule date, then the Early 

Payment Approval flag must be checked. If any of these scenarios will occur, follow these steps: 

The Undisbursed Payment Query Detail page is displayed. 

1. Repeat steps 1-2 above. 

2. Select the appropriate payment record and Select the [Detail s] button. 
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Figure 8: Undisbursed Payment Query Detail 

 

3. In the Rescheduling Information section, enter the New Schedule Date and if necessary, enter 

the Interest Reason Code or Discount Lost Reason Code by Selecting the hyperlink and 

searching for and selecting the appropriate code. 

NOTE: If the new schedule date will be more than eight days before the prompt pay determined 

schedule date, use the drop down menu in the Early Payment Approval field and select Yes to 

approve the early payment. 

4. Select the [Reschedule] button. The new date will  populate the Schedule Date field. 

5. Select the Inbox hyperlink in the Link Str ip to return to your inbox. 

2.6 Accounts Payable Transactions Summary Tab 

There are additional fields on the Summary tab of Accounts Payable transactions. The additional 

fields allow users more flexibility to edit amounts on the Summary tab of a transaction and rids the 

need to edit amounts on individual accounting or itemized lines. Among the field additions to the 

Summary Page are Applied Credit, Applied Prepayment Amount, Holdback Amount, and 

Suspension Amount. These fields are also on the Header Accounting Lines and Itemized 

Accounting Lines tabs for consistency (shown in Figure 9 and Figure 10 below). 

Figure 9: Itemized Payment - Header Accounting Line 
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Figure 10: Itemized Payment - Itemized Accounting Line 
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3 Disbursements Overview 

Figure 11 shows the process through which Pegasys disburses payments. Details about each of 

these steps are included in the table below. 

Figure 11: Disbursement Process Calendar 

 

Table 1: Disbursement Process Details 

Day Step Descr iption 

1 Undisbursed Payment 

Query 

The Undisbursed Payment Query displays undisbursed and 

rescheduled payment accounting lines, with each accounting line 

within a payment displayed as its own line. For each payment 

accounting line, the query displays information such as the schedule 

date, disbursing office, vendor code, document type and number, 

payment amount, approval indicator, and a group payment indicator. 

As payments are disbursed, they are removed from this query. 

1 Undisbursed Payments 

Summary Report 

The Undisbursed Payments Summary Report displays the total 

number of payment accounting lines and disbursement amounts for 

all disbursement offices per schedule date. 
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Day Step Descr iption 

1 Payments Awaiting 

Replacement Query 

The Payments Awaiting Replacement query displays Check or EFT 

payments that have been canceled for replacement. The query 

displays the disbursing office, trace number, payment date, schedule 

category, vendor name and payment amount. As the payments are 

disbursed again, they are removed from the query. 

1 Nightly 

Disbursements Cycle 

Runs 

Every evening, a series of batch jobs will  run. These jobs will  select 

and group payments and then create a Treasury Schedule. 

2 Payment Selection 

Summary Report 

The Payment Selection Summary Report displays what will  be 

contained on the SF-1166 Report. This allows users to review a list 

of payment accounting lines selected for disbursements in a given 

cycle. The report lists the appropriations from which each payment 

is to be made as well as the total amount of payments per fund. 

2 Payment Selection 

Detail Report 

The Payment Selection Detail  Report lists payments to be paid by 

Treasury. Each page lists the payment document lines within a 

payment sequence (i.e., each Check or EFT payment) for each 

schedule. It also lists the entire accounting distribution for each 

payment document line. 

2 Schedule Query The Schedule Query displays summary schedule information such 

as the date submitted, number of payments, and total vouchered 

amount. This query also provides a detailed list of all  payment 

document lines included on the schedule, with the amount of each 

payment. 

2 SF1166 Report For each schedule, the report lists the appropriations from which the 

payment is to be made by Treasury as well as the total amount of 

payments per fund. 

3-5 Schedule Query is 

Updated 

Treasury confirmation or rejection of the schedule is recorded here. 

3-5 Nightly 

Disbursements Cycle 

Runs 

After Treasury confirmation/rejection information is entered on the 

Schedule Query, another nightly cycle of batch jobs will  run. This 

will  update all  the records on the schedule, populate several reports 

and if  confi rmed, the nightly cycle will  populate the Check and EFT 

Payment Queries. 

Next 

Day 

Check/EFT Payment 

Query 

The Check/EFT Payment Query displays summary information for 

individual payments including the disbursing office, trace number, 

payment date, schedule category, payee code, schedule fiscal year, 

schedule type, and schedule number. A detailed list of all the 

payment lines and amounts is also available. 
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Day Step Descr iption 

Next 

Day 

Summary of Net 

Outlays Report 

The Summary of Net Outlays by Treasury Symbol provides 

summary totals of disbursements made for each Treasury Symbol 

for a specific month. The report also lists totals for all Treasury 

Symbols. The report displays disbursement amounts as negative 

numbers because they are stored as a credit to cash in the general 

ledger. Positive numbers represent a receipt of cash. 

Next 

Day 

Payment History 

Report 

The Payment History report displays each payment document as 

well as each corresponding accounting line for all payments within 

the range defined by the report parameters. 

Next 

Day 

Discount Earned and 

Lost Summary Report 

This report lists the discounts earned and lost by GSA. The report is 

grouped into two sections. The fi rst section shows the summary of 

the discounts earned and lost by fund. It displays the information for 

the current month and year-to-date. The second section shows the 

detail  of each invoice that offered a discount and whether the 

discount was earned or lost. 
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4 Disbursement Steps 

Figure 11 illustrates, the disbursement process occurs over a number of days. Figure 12 shows how 

the steps on the calendar add up to a successful disbursement. 

This chapter provides instructions for reviewing the Undisbursed Payment Query, reviewing and 

updating the Schedule Query, and reviewing the EFT Payment Query, EFT Query, Check Query, 

and the Prompt Pay Query. 

Figure 12: Disbursement Steps 

 

4.1 Reviewing the Undisbursed Payment Query 

The Undisbursed Payment Query displays undisbursed payments as well as rescheduled payments 

and any payments that have been rejected by Treasury. Undisbursed payment records are grouped 

and viewed based on their common attributes (Document Type, Document Number, Schedule Date, 

Disbursing Office, Vendor, etc.) so that users may optionally perform actions (Reschedule, 

Approve, Disapprove, Hold) on these undisbursed payment records as a ñgroupò, rather than being 

required to apply actions to all individual lines of an undisbursed payment document that share the 

same attributes. 

On the Undisbursed Payment Query Detail page, each accounting line in a payment is displayed as 

its own separate line. For each accounting line, this page displays information such as the schedule 

date, disbursing off ice, vendor code, document type and number, payment amount, approval 

indicator, and a group payment indicator. As payments are disbursed, they are removed from the 

query. 

4.1.1 How do I View the Undisbursed Payment Query? 

1. Select Queries - Automated Disbursements - Undisbursed Payment Query from the Pegasys 

menu bar. The Undisbursed Payment Query is displayed. 
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2. Enter the Schedule Date, Disbursing Office, and Document Type in the corresponding fields. 

Users may also search on Vendor Code, Security Org, Approved status (Yes or No), or any of 

the other available search criteria options. 

NOTE: The Schedule Date is the date Pegasys will begin the disbursement process in order to 

get the payment to Treasury in time. The nightly disbursing process selects eligible payments 

with a schedule date two days ahead of the current date. 

3. Select the [Search] button. The query results will be displayed at the bottom of the page to clear 

search criteria, Select the [Clear] button. 

4. Select the payment record to review and then select the [Details] button. The Undisbursed 

Payment Query Detail page is displayed. 

NOTE: Most payments on this query will default to Approved status. However, some Region 7 

payments that are over a certain dollar limit may need to be manually approved. To do this, 

simply select the payments and Select the Approve button in the Undisbursed Payment Query. 

This process is explained in greater detail in the next section. 

4.1.2 What does the Undisbursed Payment Query Display? 

The Undisbursed Payment Query displays undisbursed payments as well as rescheduled payments 

and any payments that have been rejected by Treasury. Undisbursed payment records are grouped 

and viewed based on their common attributes (Document Type, Document Number, Schedule Date, 

Disbursing Office, Vendor, etc.) so that users may optionally perform actions (Reschedule, 

Approve, Disapprove, Hold) on these undisbursed payment records as a ñgroupò, rather than being 

required to apply actions to all individual lines of an undisbursed payment document that share the 

same attributes. 

On the Undisbursed Payment Query Detail page, each accounting line in a payment document has 

its own line. For example: if a payment document has 5 accounting lines, then the user will see 5 

lines on this page, one for each accounting line. Each one of those accounting lines has the same 

document number in the Document Number field, with a different number in the Line Number field. 

For each accounting line, this page displays information such as the schedule date, disbursing off ice, 

vendor code, document type and number, payment amount, approval indicator, and a group payment 

indicator. 

Payments can be approved or disapproved directly from the Undisbursed Payment Query, without 

going into the Undisbursed Payment Query Detail page. Using the above example, the user can 

select the payment (and its five lines) and, if it is unapproved - approve it and if it is approved -

disapprove it. 

NOTE: If the selected payments are approved, only the [Disapprove] button should be selected. If 

the selected payments are unapproved, then the [Approve] button should be selected. 

Another advantage is that multiple payment documents can be selected and approved or unapproved 

en masse. Example: the user has entered certain parameters in the Undisbursed Payment Query and 

Selects the [Search] button. The result is ten payment documents. To approve all ten payment 

documents, the user simply selects all ten payment records and Selects the [Approve] button. If the 
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payment documents are approved already, the user can disapprove them by selecting all the lines 

and Selecting the [Disapprove] button. 

4.1.3 What should I look for on the Undisbursed Payment Query Detail? 

¶ Schedule Date - Displays the date that Pegasys will need to select the payment line to go 

through the disbursements process. Keep in mind that Pegasys has been set up to select 

payments two days ahead of the indicated Schedule Date so that the payment will  be 

disbursed two days early. 

¶ Approved (drop-down box) - Indicates whether the disbursement has been approved and is 

ready to be picked up by the disbursements process on the indicated schedule date. Region 6 

payments wil l be approved for disbursement by default so this drop-down box wil l display 

óYesô, unless a user has Selected the [Disapprove] button on the Undisbursed Payment 

Query page. Payments from Region 7 that are over a certain dollar amount may not default to 

approved. 

¶ Disbursement in Progress (drop-down box) - If this drop-down box displays óYes,ô that 

indicates that a payment line has been selected and is in the process of being disbursed. Once 

a payment line is in the process of being disbursed, no changes can be made. Because the 

disbursing process runs at night, a user wil l normall y never see this drop- down box display 

óYes.ô 

Rescheduling Information (section) 

¶ New Schedule Date - The new date on which Finance can reschedule the payment line to be 

selected by the disbursements process. This field allows Finance to reschedule a 

payment line so that Pegasys will disburse it at another date, if necessary. 

¶ Ear ly Payment Approval (drop-down box) - If a user enters a new schedule date that is 

more than eight days before the prompt pay determined schedule date, it is necessary to use 

the drop down menu to select Yes. This indicates the payment line is approved for early 

disbursement. 

¶ Interest Reason Code - A code that identifies the reason why the payment line will incur 

an interest penalty. This is a required field if the payment line is being rescheduled for a 

later date and wil l incur interest. Select this link and search for and select an appropriate 

Interest Reason code. 

¶ Discount Lost Reason Code - A code that identifies the reason why an available discount 

was lost. This is a required field if the payment line is being rescheduled for a later date and 

wil l lose its discount. Select this link and search for and select an appropriate Discount Lost 

Reason code. 

4.1.4 How Can I Hold a Payment So That it Does Not Get Disbursed? 

It is possible to hold a payment from being disbursed on the Undisbursed Payment Query. 

1. Select Queries - Automated Disbursements - Undisbursed Payment Query from the Pegasys 

menu bar. The Undisbursed Payment Query is displayed. 
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2. Enter the Schedule Date, Disbursing Office and Document Type in the corresponding fields. 

Users can also search by Vendor or Approved Status (Yes/No) or any of the other available 

search criteria. 

NOTE: The Schedule Date is the date Pegasys will begin the disbursement process in order to 

get the payment to Treasury in time. 

3. Select the [Search] button. All of the payments that match the parameters entered above will be 

displayed at the bottom of the page. 

4. Select the appropriate payment document. 

5. Select the [Hold] button. 

6. If necessary, enter the Held/Release Reason. Then Select the [OK] button. System messages 

indicate that the Undisbursed Payment Hold was successful. 

NOTE: When the disbursement of this payment is to resume, repeat steps 1 - 3 and select the 

Release button. Then, proceed to step 6. 

7. Select the Inbox hyperlink in the Link Str ip to return to your inbox. 

4.1.5 How Can I Hold all Payments to a Specific Vendor? 

If it becomes necessary to prevent any payments to a specific vendor from being disbursed, this can 

be accomplished by altering the vendorôs record in the Vendor Maintenance Table. 

1. Select Transactions - Reference Data - Vendor  - New - Vendor Document from the Pegasys 

menu bar. The New Vendor Document page is displayed. 

Figure 13: New Vendor Document 
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2. Enter the appropriate Document Type and Select the [Generate] button to generate a document 

number automatically. Once the document number is generated, the [Generate] button will be 

disabled, prohibiting multiple selection attempts so that sequence numbers are not skipped. 

3. Enter the vendorôs code in the Vendor Code field and then select the Correct Existing radio 

button. Select the [Finish] button. The Header page is displayed. 

Figure 14: Vendor Header page 

 

4. Select the Address Lines tab. Select the [Add/Change] button. 

5. Enter the Address Code that should be modified. If necessary, select the Address Code 

hyperlink to search for and select the appropriate address code. 

6. Select the appropriate Line Action from the drop-down box. 

7. Select the [Next] button. 

8. Scroll down to the Payment Information section. Check the Hold Payment checkbox. 

A reason for holding the payment must be entered in Reason for  Hold box or an error message 

will appear after verification. 

9. Select the [Ver ify] button and correct any errors. 

NOTE: Forms in Held and Rejected status can be routed for review prior to submission. When 

initiating a review, the form can be routed to one or more reviewers in the Review Form Modal 

Window. Reviewers then can enter comments and/or suggest changes to the form. Users can 

accept/reject individual comments or reply to document a resolution. The Review Form 

Workflow & Commenting QRG (https://corporateapps.gsa.gov/applications/financial-

apps/pegasys/) provides more details. 

10. Once the form is successfully verified, select the [Submit] button to submit the form to 

Workflow for processing. To set a Workflow Priority of Urgent when submitting a form for 

approval, select Submit then Urgent. 

NOTE: When disbursements to this specific vendor address code are to resume, simply repeat 

these steps and uncheck the Hold Payment flag. 

https://corporateapps.gsa.gov/applications/financial-apps/pegasys/
https://corporateapps.gsa.gov/applications/financial-apps/pegasys/
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11. The Inbox is displayed. System messages indicate the form was submitted for processing 

successfully. 

4.1.6 What if a Vendor Code is Deactivated and it may have been used on an Undisbursed 

Payment? 

Once a payment is created and is sitting on the Undisbursed Payment Query, Pegasys will not 

perform an edit to make sure that the vendor is still valid. Therefore, any time a vendor code is 

deactivated, it is necessary to check the Undisbursed Payment Query for payments using that code. 

Then, users should un-approve the payment, cancel the payment document, and correct the invoice 

by entering a valid vendor. 

1. Select Queries - Automated Disbursements - Undisbursed Payment Query from the Pegasys 

menu bar. The Undisbursed Payment Query is displayed. 

Figure 15: Undisbursed Payment Query 

 

2. Enter the vendor code and the vendor address code in the Code fields. 

NOTE: If the full value is unknown, enter a partial value and the * wildcard symbol before or 

after the value entered. The search results will be displayed at the bottom of the page. 

3. Select the [Search] button. The query results will be displayed at the bottom of the page. 

4. Highlight each separate line or Select the checkbox to the left of the header fields to select all 

lines at once. 

5. Select the [Disapprove] button so that the payment(s) cannot be disbursed. 

NOTE: Take note of the document numbers associated with the payments that have been 

unapproved. They will need to be canceled so that the invoice can be corrected. Follow Steps 8-

11 below to cancel a payment document. 
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6. Select Transactions - Accounts Payable - Cancel from the Pegasys menu bar. The Cancel 

page is displayed. 

Figure 16: Cancel page 

 

7. Enter the Document Type and the Document Number. Then Select the [Search] button. 

NOTE: If the full value is unknown, enter a partial value and the * wildcard symbol before or 

after the value entered. The search results will be displayed at the bottom of the page. The query 

results will populate the bottom portion of the page. 

8. Highlight the appropriate document record and Select the [Cancel] button. 

9. The payment document is displayed. Review the document and confirm that the inactivated 

vendor code was used in the Vendor group box. 

10. Select the [Submit] button to cancel the payment document. System messages indicate the form 

was submitted for processing successfully. 

11. It is now possible to correct the invoice. Once the invoice is processed with the correct vendor 

information, Pegasys will create a new payment via the Automated Match process. The payment 

will be available for review on the Undisbursed Payment Query. 

4.2 Reviewing the Schedule Query 

Once all the payment documents have been selected by the nightly cycle, the Pegasys disbursements 

process creates a schedule file that is sent to Treasury for disbursement. At this stage, the schedule 

will be displayed on the Schedule Query with a Schedule Action of No Action, meaning it has not 

been updated with confirmation or rejection information from Treasury. 



CGI Federal 

USDA Automated Disbursements Pegasys 7.8 User Guide - Updated June 2021 Page 37 

4.2.1 How do I View the Schedule Query? 

1. Select Queries - Automated Disbursements - Schedule Query from the Pegasys menu bar. 

The Schedule Query  is displayed. 

Figure 17: Schedule Query 

 

2. Enter the Fiscal Year and Disbursing Office. Select a Schedule Action of No Action and enter the 

Schedule Number if it is known. 

NOTE: The Schedule Action represents the status of the schedule: 

3. Confirm - Treasury has confirmed the schedule and the payment has been sent to the vendor. 

4. No Action - The information has been sent to Treasury but no confirmation has been received. If 

you were to look at the payment document, you would notice that the money is in transit. 

5. Rejected - Treasury has rejected the schedule and has sent it back to GSA without disbursing. 

6. In Progress - Not all of the Detail Lines in the Schedule have been confirmed/rejected. A 

Schedule with In Progress as the Schedule Action will not be picked up by Treasury 

Reconciliation. 

7. Complete - All of the Payment Lines within the Schedule have either been confirmed or 

rejected. This Schedule will be picked up by Treasury Reconciliation, but some of the 

Payments within the Schedule may have been rejected and will not be picked until they are 

confirmed. 

8. Select the [Search] button. The query results will be displayed at the bottom of the page. 

9. Select the schedule record to review and Select the [Details] button. The Schedule Query 

Detail page is displayed. 
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Figure 18: Schedule Query Detail page 

 

10. Select the Details tab to review additional information regarding this schedule. 

11. Select the Inbox hyperlink in the Link Str ip to return to your inbox. 

4.2.2 What does the Schedule Query Detail page Display? 

Figure 19 page displays summary schedule information for each schedule. 

Figure 19: Schedule Query Detail Output File and Confirmed Information  Sections 

 

¶ Schedule Action (drop-down box) 

o Confirm - Treasury has confirmed the schedule and the payment has been sent to 

the vendor. 

o No Action - The information has been sent to Treasury but no confirmation has 

been received. 












































































































































































































































































































